DOCUMENT RESUME

ED 426 304 CE 078 639

TITLE English as a Second Language: Improving Basic Skills.
JobLink Winning at Work Instructor's Manual, Module 4.

INSTITUTION Coast Community Coll. District, Costa Mesa, CA.

SPONS AGENCY

PUB DATE
NOTE

Office of Vocational and Adult Education (ED), Washington,
DC. National Workplace Literacy Program.
1996-00-00

742p.; For "JobLink" final report and the ten related
instruction manuals, see CE 078 635-645.

JobLink, c¢/o Coast Community College District, 1370 Adams
Avenue, Costa Mesa, CA 92626; e-mail: joblink@intelenet.net
($95) .

Guides - Classroom - Teacher (052)

MF04/PC30 Plus Postage.

Adult Basic Education; Adult Literacy; *Basic Skills;
Behavioral Objectives; Curriculum Guides; Demonstration
Programs; *Education Work Relationship; *English (Second
Language) ; Functional Literacy; Learning Activities;
Learning Modules; Lesson Plans; Limited English Speaking;
*Literacy Education; Program Effectiveness; Skill
Development; Supervisory Training; Teaching Guides;
*Workplace Literacy

AVAILABLE FROM

PUB TYPE
EDRS PRICE
DESCRIPTORS

ABSTRACT

This manual is a guide to an interactive training program
designed to address key skills necessary in today's high performance
workplace. This module is intended to meet the learning needs of production
workers by focusing on improving basic skills in English as a second
language. Throughout the module's 24 lessons, which can be used to create a
36-hour training program, students are given many opportunities to practice
newly developed skills such as the following: finding the correct
information; identifying how to communicate and cooperate effectively in a
group; reporting job-related information; locating the main idea in a
paragraph; finding important facts and details; understanding sequence of
events; understanding the importance of completely reading directions before
beginning a task; understanding and properly using ordering words; accurately
recounting step-by-step directions; using expressions to help request, give,
and clarify directions; using chronological order to write step-by-step
directions; utilizing correct prepositions while following directions;
filling out forms correctly; and measuring return on investment for training.
The training manual includes an instructor's guide that contains activities
for each lesson, transparency masters and student handouts, information
sheets, teaching suggestions, and pre- and posttests; and a supervisor's
guide that contains two lessons on improving basic skills. (MN)
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d English as a Second Language ¥ ’
{esson 1: Getting to Know Each Other ObL,”k

Bingo Game

Find someone in class who...

Plays Soccer Has been to Disneyland Has Grandchildren
Has a sister Likes tomatoes Was born in California
Has been to Worked at your company Likes to sing
g San Francisco more than 10 years
Goes to school Has children Is not married
Has a dog Has blue eyes Drives a truck
282
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Tesson 2: What Makes Effective Greetings and Small Talk

Small Talk

Hi. How are you?
Fine. How are you?
Fine, thank you.

What's your name?

Do you like your job?
Yes/no
Why?

Because.........covennn..

Well, I've enjoyed talking with you. I hope I see you again.

Me too. Good-bye
Bye.

283
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Group Activity To Small Talk

1. Each team member will write down two questions he/she might ask
a new friend or co-worker in order to make small talk.

2. Each member will share his/her questions with the group.

3. The group will choose from those questions and write a “small talk”
dialogue.

4 Practice the new dialogue with at least two partners from the group.
Be sure each person tries to take both parts.

5. The group will choose two members to perform the dialogue for the
whole class.

' 58.1
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& el JobLink
Work words

Find 5 words in the workplace that you do not know already. Write them down on this
sheet and find out what the definitions are.

Word #1
Definition:

word #2
Definition:

Word #3
Definition:

Word #4
Definition:

Word #5
Definition:

¢ 585
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¥4 English as a Second Language ¥ ’
Lesson 5: Word Power (Part 2) JabLl”k

Blue Group

In your dictionary, find ten states of the United States. Write down the names
of the states and their capitals.

State Capital

NV 0 N Nk RN

—
©

On which pages in your dictionary did you find the names of the states?

Write down the page numbers.  page to page

D80
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{csson 5: Word Power (Part 2) JabLl”k

Pink Group

Work with the members of your group to find the information. Make sure you
understand it and can explain it to your home group. In your dictionary, find
the section which tells about measurement.

Wwrite down the equivalent measure for each of the following:

1. 1 pint = cups 6. 1 pound = ounces
2. 1 foot = _______ inches 7. 1 gram = ounces
3 lquart = ____ pints 8. 1centimeter = inches
4, lgallon = quarts 9. 1 meter = yards

5. 1 meter = inches 10. 1 kilo = pounds

On which pages in your dictionary did you find the measurements?

Write down the page numbers.  page to page

-
' 08
O Lesson 5: Word Power (Part 2) Copyright ©1996 by Coast Community College District Handout 5b
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Yellow Group
In your dictionary, find the definitions of the following words:

1. manufacturing

2. welding

3. soldering

4. assembling

' 283
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Green Group
In your dictionary, find the definitions of the following words:

1. hazardous

2. waste

3. flammable

4, cauton

' 087
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Using Your Dictionary
Home Group

White Worksheet

1. Write down the names of three states and their capitals.

State Capital

2. Write the equivalent measure for each of the following:

g 1 foot = inches

lmeter = ___ yards

1 quart = pints

3. Write the definitions of the following words:

hazardous

welding

4. How many Presidents of the United States were named ‘Jjohn™?

5. How many Presidents has the United States had?

’ = G
O

Q esson 5: Word Power (Part 2) Copyright ©1996 by Coast Community College District Handout 6
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who Can You Find?

Find someone in this class who:

1. has worked at your company for more than 5 years.
2 goes to school.
3. reads directions or instructions at work.
4. likes to talk at team meetings.
5. has to talk on the phone at work.
6. wants to learn more English.
9 7 wants to become a US. citizen.
8. reads safety signs at work.
9. went on a trip to Mexico during vacation.
10. has an idea to tell the supervisor or boss.

°

JJ
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$d English as a Second Language ¥

Lesson 6: What's the ldea

Reading/Writing Warm-up

Reading (10+ minutes)

Title
Author
Today 1 read pages -

This book was about

- JobLink

’ New Words:

writing (10+ minutes)

Topic:

Your thoughts:

082
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Vocabulary List

1. contaminate

2. sterile
3. solution
4, filter

5. container

‘ =0
JI
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Main Ideas

The following words can be put into groups. The main idea of each group is listed. Try to put
the words with the correct main idea.

Sports Colors

9 Clothing Tools

hammer pants orange track
baseball soccer shirt jacket
screwdriver chisel turquoise shovel
tennis brown vest saw
swimming skirt beige gray
¢
Q _esson 6: What's the Idea Copyright ©1996 by Coast Community College District Handout 10
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DA fesson 7: Give Me the Main Idea JabL,”k

Main idea Hunt

At our company we make many products. PICs or Plastic Irrigation Containers are an
important product About 14% of our company’s profits come from PICs. There are many steps
to follow when PICs are made. PICs come in many sizes.

The most important idea is:
a. Our company makes only PICs.
b. PICs are an important product at our company.
c. Our company makes supplies for eye doctors.

Plastic Irrigation Containers come in four sizes. Some PICs are half liter and some are one liter.
PICs are also two liter and four liter. The crew can handle the smaller containers faster than the
larger containers. Every size PIC must be handled with care.

’ The most important idea is:
a. All PICs are the same size.

b. The crew only handles four liter PICs.
c. PICs are not all the same size.

Copy the sentence from the paragraph that tells the answer.

Our company manufactures all the things that are needed for IV therapies. At our company we
make IV solutions and the sets that connect the patient to the solution. We also manufacture
and distribute the computerized pumps that control the flow, the filters and the poles.

The most important idea is:
a. Our company makes computerized pumps.
b. Our company makes everything that is needed for IV therapy.
c. Our company makes IV solutions.

' Underline the sentence in the paragraph that tells the answer.
| oot et
080
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Lesson 8: Just Give Me the Facts Jobtlﬂk

Dictation Pairs — Student A

$6.25
$3.40

$1.98

$4.19
$10.00

$2.90

$5.75

$8.30

_JobLink
Dictation Pairs — Student A

$6.25

$3.40

$1.98
$4.19
$10.00

$2.90

$5.75

$8.30

556
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% Lesson 8: Just Give Me the Facts ObLl”k

Dictation Pairs - Student B

$3.18

$7.16

$2.80

$9.60

$1.55
$4.15
$8.20

$6.17

¥ English as a Second Language % 4
A icsson 8: Just Give Me the Facts abLl”k

Dictation Pairs — Student B

$3.18

$7.16

$2.80

$9.60

$1.55

$4.15
$8.20

$6.17
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Let's Find Facts

A good attitude at work can help you get ahead. You can show a good attitude on your job. Be
on time every day and do your work well. Help the other members of your team. Don't tell
them, “That's not my job”

At work, you should
a. come late.
b. be angry with your co-workers.
c. help your co-workers.

Miguel had a problem at work. The same machine broke again. It had broken twice last week.
Miguel call the repairman to fix it The man did not come for two hours.-Miguel got angry and
yelled at the repairman. The next day the repairman called Miguel's supervisor.

Miguel was angry because A
a. the machine worked well.
b. the repairman did not come for a long time.
c. he was tired.

Most of us work every day with many different people. We talk with co-workers and with our
bosses. Sometimes we work with customers. It is important to get along with them. Working
well with others and having a good attitude save the company money because production
often goes up. -

Getting along with others
a. is important
b. makes other people mad.
c. Is very easy.

If employees work well together
a. the company loses money.
b. production rises.
c. customers call to complain.

093
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Sorting Things Out
Working with your group, name four things which fit in each category.

Animals Things That Fly

, Things You Can Drink Sweet Things

4 553
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Who Can You Find-#2?

Find someone in this class who:

L. can tell you who to call for a medical emergency.
2. wears hearing protection in his or her department.
3. knows what “evacuation” means.
4. _ likes to list to books on tape.
5. wears safety glasses on the job.
é. can give you directions to the cafeteria.
9 7. can explain the word litter.
8. works in a cdeanroom.
9. uses a weld shield at work.
10. has a new idea to tell the supervisor or boss.

’ 6CJ
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Lesson 10: Let's Get Tt In Order abLI”k

Order, Order, Order!

The following Is the sequence for making, filling, sealing and inspecting PICS.

The bottles are made in Blow Molding.

The solution is put in in the filling line.

The bottles and closures are sealed together.

They are sealed with a solution made in Mixing.

The filled container is “cooked” until it is assured that the product is sterile.
They are dried on the packing line.

The inspector gives them a touch test

’ Put these statements in the proper order.

The filled container is “cooked” until it is assured that the product is sterile.
The solution is put in in the filling line.

The inspector gives them a touch test

The bottles are made in Blow Molding.

They are sealed with a solution made in Mixing.

They are dried on the packing line.

The bottles and closures are sealed together.

. GC1
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Lesson 11: Keepinmgs In Order abL,”k

Let's Make a House or a Boat

Cut out the shapes below. Then, work with a partner to see if you can join the pieces to make
the house, and then the boat It is not as easy to put the pieces together as it looks! Your
teacher has the answers.

9 662
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How Are We Doing?

Please circle the answer which most nearly matches your opinion.

I am learning nothing a little bit a lot
My reading is improving not at all a little bit a lot
English is always difficult sometimes difficult easy
I like my work not at all a little bit a lot

The best thing about this class is

9 I would like this class more if

® 603
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A Busy Day

Anna and Maria had a busy day. Put the sentences in the correct order to tell what they did.
a. After dinner, Anna washes the dishes and does her homework.
____ b. Anna goes to bed at 10:00.
¢ Anna gets up at 6:00.
______d. Anna and Maria eat dinner at 6:30.
e At 7:00 in the morning Maria takes Anna to school
______f Anna finishes school at 3:00.
g _____ g Maria picks Anna up after school.
______h. Maria makes breakfast for Anna.

i. Maria makes dinner and Anna sets the table.

® 661
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Getting to Know You

Find someone in class who:

Has to read work orders at work.

Had to learn something new on
the job in the last 6 months.

Has to write notes at work.

Has to use the computer at work.

’ Is on a team at work.

Goes to school.

Wants to learn a new job at work.

Had to make a presentation at work.

Has changed jobs in the last year.

¢ 603
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Learning Styles

A learning style means the way an individual likes to learn. A person's learning
style is influenced by nature and environment. Three learning styles which we

will discuss today are:

1. Visual Learners

o

2. Auditory Learners

3. Tactile Learngrs

’ SHe

@ ‘esson 12: What's Your Style Copyright ©1996 by Coast Community College District Handout 22

ERIC

IToxt Provided by ERI



English as a Second Language % ’
Lesson 12: What's Your Style abL,”k

Adult Learning Style Profile

Directions: Read each statement Place a 1, 3, or 5 in the box at the end of the statement:

1
3
5

Indicates least like you
Indicates somewhat like you
Indicates a lot like you

Work quickly- do not sit and ponder. There are no right or wrong answers.

1.

I'm good at remembering things I hear or that people tell me

2. Tlike to read and usually read a lot
3. [ notice that I often bear down extremely hard with pen or pencil when writing.
4. 1 often find diagrams, graphs, and charts difficult to understand.
5. 1 do better at following directions if I read them, not just hear them.
6. 1 enjoy doing work/sewing or woodworking or working on machines.
g 7. 1like group-type projects which allow for lots of discussion and exchange of ideas.
8.  Graphs, charts, and diagrams help me to understand the subject/presentation.
9. I notice that I often handle objects such as coins, keys, or pencils while studying,
reading, listening, or talking
___10. I understand academic subjects better when listening to lectures or tapes.
___11. I remember best by taking notes in dasses/meetings; making lists of things to do.
___ 12 I notice that I like to have snacks or drinks available or chew gum or smoke while
studying or working.
13 Ifind that I can spell difficult works if I “sound them out”
___ 14 I'm good at using maps to find places.
15 1like dassroom or work projects where I can create/make things or build models.
___16. Ienjoy attending and listening to a good lecture/speech play or drama.
__17. 1enjoy spending time reading or looking through magazines, books and newspapers.
___18. I exercise regularly by doing aerobics, jogging, walking or participating in sports
activities.
___19. To solve a problem/difficult situation, I need/like to talk it over/discuss it with others.
® 00
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Adult Learning Style Profile
(continued)

20. It helps me to spell difficult words if I write them down or see them in print

21. 1 feel comfortable in physical contact of touching others, hugging, and handshaking.
22, I'm good at remembering and following oral directions.

25. 1 am good at working and solving jigsaw puzzles and mazes.

24. 1 enjoy sight-seeing and visiting new places.

25. I enjoy music: singing, listening, going to musicals or concerts.

26. I'm good at researching topics articles or stories and/or writing reports.

27. 1 doodle during meetings, lectures, or while listening on the phone.

28. I read aloud/whisper to myself when trying to understand new or difficult material.
29.  I'm good at doing layout and design work: formatting drawing, sketching and coloring.

’ 30. I like working with computers or other electronic technology for learning/working.
’ Permission granted by S. E. Pues, Tarzana, California
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Style

Inventory Scoring

JobLink

1. Put the point value number (1, 3, 5) on the line next to its corresponding item number.

2. Add each column to get your total score under each heading.

AUDITORY

No. of Pts.

10.

13.

16.

19.

25.

28.

Total

O __esson 12: What's Your Style

1 point Seldom
3 points sometimes

5 points Often

VISUAL

No. of Pts.

11

14.

17.

20.

23.

26.

29.

Copyright ©1996 by Coast Community College District

Total

603

TACTILE

No. of Pts.

12.
15.
18.
21.
24.
27.

30.

Total

Handout 24a



Inventory Scoring
(continued)

Copy your highest, second highest, and lowest scores below:

Scores: - -
Highest ~ Second Lowest

Your Learning Style Profile

“Style Letters"™: - -

—JobLink

Example:

34

61id
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Learning Styles Suggestions

If you are a visual learner (learn by seeing):

Write things down because you remember them better that way.

Look at a person when he or she is talking.

It is better for you to work in a quiet place, and usually by yourself.

Use color highlighters to mark important information.

Write vocabulary words on index cards in color, and study the information.

AR Al S

If your supervisor gives you oral directions that you do not completely understand,
consider asking him/her to write the directions down for you. You might say: ‘I didn’t
understand everything you said. Could you write it down for me?”

If you are an auditory learner (learn by hearing and discussing):

Try working with a friend so you can talk over information.

Make tape cassettes of information and listen to them.

Read information aloud to yourself.

Write vocabulary or other information on index cards in color, and read aloud.
Recite aloud the things you want to remember.

Nk W=

If your supervisor gives you written directions and after reading them you still do not
understand, you could ask him or her to discuss the information with you. You might say:
‘I read the information, but I don't dearly understand these directions. Could you tell me
what you want?”

If you are a tactile learner (learn by doing):

1. When trying to learn something, walk around while saying the information to yourself.

2. When trying to memorize information, try closing your eyes and writing the information

- in the air.

3. When you get job information in writing, look at the pictures and the section headings
before reading the whole thing.

4. When you are in a meeting, cross your legs or jiggle your foot. You may even want to
squeeze a tennis ball or nerf ball when listening to someone speak.

5. You probably like to have quiet music playing when you are working.

If your supervisor gives you directions orally or in writing and you do not dearly
understand, you could ask him or her to show you what the directions mean. You might

611
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Lesson 13: Its All In The Words You Use

The Matching Game

Match each word to its correct definition:

To put something together

- JobLink

To make things better

A written or printed announcement

A group of people who work or play together

The work hours

The person in charge of a department

The person we make our product or service for

To get rid of

A piece of work set to be done

A gathering, an assembly

A payment in return for work

The method to make a product

A letter

What you might get when you work at a

company (insurance, bonus plan, etc)

A rise in rank or position, an advancement

Supervisor Promotion Memo
Customer Shift Salary
Eliminate Assemble Benefits
Improve Notice Task
Process Team Meeting
612
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Using the words

One day the in my department was talking to one of our

who told him that we needed to improve our

Our supervisor felt that this was not going to be an easy

and he put together a of employees from our department
and called a for us to get together on Friday. On Friday,
we talked about improVing what we do by some of the
waste we have in the area (the place where we put together
the parts). After the meeting, our supervisor sent out a to let
o everyone know what we had decided. We posted a on the floor
so everyone on both would know what to do. The suggestion our
team made was very successful. We all got a and a raise in our
The company was so happy they added a bonus plan to our program.
Supervisor Shift Memo
Customer Assembly Salary
Eliminate Notice Benefits
Improve Team Task
Process Meeting Promotion
9
613
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Workplace Idioms

1. Cream of the crop.

2. Work like a dog.

3. My feet are killing me.
’ 4. Bread winner

5. Top banana

6. Bite off more than I can chew

7. Moonlight

9
611
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More Work Words

Word #1:

Definition:

Word #2:

Definition:

Word #3:

Definition:

615
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Pre-Module Information Survey

Read all of the directions below before answering any of the questions on this page.

Print your last name:

Print your first name:

Print the name of your company:

How many years have you worked for this company?

What is your job title?

What tools or equipment do you use on the job?

How many employees are in your department?
How many employees are in your class?

How many languages do you speak?

11. How many members of your family speak more than one language?

12.  What percentage of the time do you use English on the job? %

13.  What percentage of the time do you have to write English on the job? %

14. Do you use a computer on the job? ___

15. Do you use a computer at home? ______

16. Put a check in the box in front of the English language skill that you think is your
strongest skill: Q Reading Q Writing Q Speaking

17.  Put a check in the box in front of the English language skill that you think is your
weakest skill. Q Reading Q Writing Q Speaking

18. Do not answer any of the questions above. This is just a test to see how well you read
directions.

®
616
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Chronological Order

Ordering Words
The following words may be used to help order the steps of a process:

first

second (third, fourth, etc.)
then

next

after

finally

Put the following steps in order by writing the number in front of each step that
shows which number it is in the process. Use the ordering words in bold to help
you:

After that, I put on sterile gloves.

When 1 arrive in the locker room, I wash my hands.
Every day, I arrive at work at 7:00 am.

Then, I put on a sterile gown and mask.

The first thing I do is clock in.

I am finally ready to go to my work area.

Secondly, 1 walk to the locker room

617
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Organizing and Writing
Step-by-Step Directions

YOUR NAME:

TITLE OF INSTRUCTIONS:

Wwrite down all of the steps involved:

1.

2

10.

9 613
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Using Key words
to Take Notes

Key words are the words in written and spoken material that carry the most
information.

Writing down key words when we listen, or underlining key words when we read helps
us remember important information.

You have just finished listening to your instructor read the selection below. While you
listened, you wrote down a few key words to help you remember the important points.

In the selection below, underline all of the key words that you wrote down as you
listened:

, Instructions for Using Hearing Protection

Hearing protection is required in noisy work areas. There are signs

posted in all areas where ear plugs are required. Before entering a posted
area, take a pair of ear plugs from the box at the door. First, unwrap the
ear plugs. Then, insert an ear plug into each ear. Be sure the ear plugs are
in securely. Throw the plastiC packaging into the waste receptacle. After

exiting the posted area, throw the ear plugs away in the waste receptacle.

® 619
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What Key Words Did You Use?

Your Name
#1
Title: By:
Key words
ordering Words

#2
s Title: By:

Key Words
ordering words
#3
Title: By:
Key Words
ordering Words

Q ~esson 15: Using Key Words to... Copyright ©1996 by Coast Community College District Handout 34
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Evaluation

1. Choose one set of directions from your group.

Tite: By:

2. List the key words that were used by every group member as the directions were passed along.
These are called key words in common:

3. List the key words that were only used by some members of the group:

4. What ordering words did group members use?

5. How did these ordering words help others understand the step-by-step directions?

9
621
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~JobLink

Dialogue

Jose is a new employee. Carmela is his new lead. They are talking in Carmela's office.
Carmela is giving directions to Jose. She is telling him the steps he will need to do his job.

Work with a partner. Read the following dialogue to see how Jose asks for the information

he needs:

CARMELA: Jose, you will be in charge of keeping our parts bins supplied with parts.
When you see that we need parts, you will fill out a requisition form and
take it to inventory. They will give you the parts and you will bring them
back to our department.

JOSE: Wwould you mind if I asked you some questions?

CARMELA: Sure, go ahead.

JOSE: What requisition form do I need?

CARMELA: You need Requisition Form #210. The forms are kept in the folder next to
the computer.

JOSE: Do you mean the red folder between the computer and the printer?

CARMELA: Yes, that's the one.

JOSE: O.K. Who fills out the form?

CARMELA: You need to complete the form.

JOSE: Could you please explain how I fill out the form?

CARMELA: Sure. Just fill in the date, the part number, and the quantity.

JOSE: I'm sorry. [ forgot where I'm supposed to pick up the parts.

CARMELA: That's all right You pick up the parts in Inventory.

JOSE: Where is Inventory?

CARMELA: It's in the warehouse.

JOSE: Who do I give the form to?

CARMELA: Give it to the person at the desk. Wait for them to bring you the parts.
Then, bring the parts back here and put them in the correct bin.

JOSE: I understand now. Thank you.

o '§sson 16: Requesting Giving...
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Useful Expressions

Polite Expressions To Use When Giving and Receiving Directions:

Could you please..? Excuse me.. Please...

Would you please...? I'm sorry.. Would you mind...?

What To Say When You Don't Understand:

I don't understand. Could you please explain that again?
I don't understand. Could you please show me?
’ What do you mean?
Do you mean..?
Did you say..?

I'm no sure I understand. Could you please give me an example?

‘ 623
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Making Directions Easy to Understand

Carmela's directions did not have enough information. She did not include all the key
ideas. Jose had to ask many questions to understand his new job. Carmela could have helped
Jose if she had used ordering words to tell him the steps involved in his new job.

Use the information from the dialogue to write down all of the steps Jose needs for his
new job. Be sure to put the steps in chronological order and include all of the details for each
step:

Directions for Jose's Job: Keeping the Bins Supplied With Parts

¢
624
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Directions for the New Employee

Write step-by-step instructions for your job. Remember to use at least one verb (action word) in
each step. Remember to use ordering words.

My job is

Directions for doing my job:

L 625
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word Power

Card Game Vocabulary

Nouns (people, places, or things):

player step
deck half
stack top
pair bottom

verbs (action words):
divide

’ collect
. count
Adjectives (describe nouns):

face up

face down

ordering Words (Remember these from Lesson 147)
first (second, third, fourth, fifth, etc)

then
next
after
finally
' 626
E lK\I‘C(Lesson 17: Using Learning Styles... Copyright ©1996 by Coast Community College District Handout 40




5®J English as a Second Language ¥ ,
2 L[csson 17: Using Learning Styles to Remember Information 0 I”

Group #1 =

Group #2 =

Group #3 =

Learning Styles Groups

auditory learning group. The volunteer from this group will listen to directions
then restate them to the group. The volunteer is not permitted to look at the
directions or have cards to play with.

visual learning group. The volunteer from this group will read a set of directions
then restate them to the group. The volunteer does NOt receive any verbal
explanation of cards to play with.

tactile learning group. The volunteer from this group will be shown by one or
two of the group members how to play the game using cards as props. The group
is not allowed to explain the directions verbally or show the written directions to
the volunteer.

627
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How to Play War

War is a popular card game in the United States. It is played mostly by children and
teenagers. War requires two players. To play:

1 Divide a deck of cards in half. Give one half to Player #1 and the other half to
Player #2. ' _
2. Each player places his cards in a stack. He puts the stack face down in front of him.

Next, each player takes the top card from his stack and places it face up in the center
of the table. The player with the highest card wins. The winner takes the two cards
from the center of the table and puts them face up next to his stack of cards.

4. Repeat step #3 until all cards in the face down stack have been played or until the
cards in the center are a pair (have the same number or face).

5 If the cards in the center are a pair, each player places one card face down next to his

card in the center. Then each player places another card face up in the center of the
table. The highest card wins, and the winner collects all six cards from the center.

6. When both players have played all the cards in their stacks, they count the cards face
up in front of them. The player with the most cards is the winner of the game.

' 623
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Teaching My Job To Others

Directions: Describe how you would teach another employee to do your job.
Use cues that are:

1. auditory (give verbal directions)
2. visual (give written information)
3. tactile (physically demonstrate what you do)

Auditory Cues (What would you say to the new employee?)

Visual Cues (What written information would you give to the new employee?)

Tactile Cues (What would you ask the new employee to do to learn your job?)

’ 629
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Cesson 18: The Ins and Outs of Prepositions

- JobLink

word Power

Preview the following vocabulary words before playing the "Wandering Through The

Workplace Game"
ahead backward forward
bonus obey punctual
clockwise counterclockwise rotation
schedule deserve wander
dice (plural); die (singular) error
’ Prepositions
Preview the meaning of the following prepositions before playing the Wandering Through
The Workplace Game:
above in back of out
at in front of through
below into to
behind next to under
beside of on
for with in
onto
639
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How to Play

Playing the game requires setting up the cards in numerical order on a table or floor.
They may be snaked or curved around to resemble "Chutes and Ladders". One die is
needed.

Three to four players sit in a circle with the game cards set up in numerical order
between them.

Each player chooses a marker and places it in the space marked "Start". Each player
needs a different marker. (The marker may be a coin, a paper clip, or any other small object)

Players must decide who will be first. Find out who in the group arrived at work first
today. That person will take the first turn. The second player is the player sitting to the
left of the first player. Take turns clockwise around the circle.

Each player rolls the die and moves the number of spaces shown on the die.
The player reads the instructions on the space out loud and follows the instructions.

The winner is the first player to reach the finish line.

631

Q lesson 18: The Ins and Outs... Copyright ©1996 by Coast Community College District Handout 45

E119




i English as a Second Language ¥ ’
Cesson 19; Following Directions to Achieve a Team Goal 0 I”

Words for Meetings

notebook

pen

pencil

three-hole punch

white board
dry erase markers
eraser

‘ overhead projector
transparency

transparency markers

flip chart
permanent markers

podium
desk
cabinet
bookshelf

table

' 632
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Instructions for Decoding the Mystery Message
Group 1

The following is a secret message. To decode the message, your group will need three
different keys.

Each person in the group has been given one key. Each key decodes part of the message,
but you need all three keys to decode the whole message.

Key 1 decodes the first part of the message. Key 3 decodes the second part of the message,
and key 2 decodes the third part of the message.

Hyphens separate all letters of the same word. Spaces separate words from each other.

Secret Message

°« 0T

16-12-11-24-11  21-7 1 10-1-3 23-20 19-1-14-2-9 21-14
16-12-21-7  24-23-23-5.

Part Two

%

24-3 24-12 20-5-17-8-21 3-7-8 17-8-12-6 24-5
18 9-22-19.

Part Three

&

11-17-2-7  14-15-9 3-1-13 1-2-7 7-17-18-17-7-9 17-14-12
5-4-2-14-9-2-14-12  1-25-4-2-13  14-15-9 25-9-25-3-9-10-12

9 4-11 24-4-16-10 13-10-4-16-6.
633
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Instructions for Decoding the Mystery Message
Group 2

The following is a secret message. To decode the message, your group will need three
different keys.

Each person in the group has been given one key. Each key decodes part of the message,
but you need all three keys to decode the whole message.

Key 1 decodes the first part of the message. Key 3 decodes the second part of the
message, and key 2 decodes the third part of the message.

Hyphens separate all letters of the same word. Spaces separate words from each other.

Secret Message

' Part One

16-12-11-24-11 21-7 1 10-1-3 23-20 19-1-14-2-9
21-14  16-12-21-7 24-23-23-5.

Part Two

%

24-3 24-12 9-8-7-24-5-17 3-7-8 25-23-24-13
26-7-18-21-3.

Part Three

&

11-17-2-7 14-15-9 3-1-13 1-2-7 7-17-18-17-7-9 17-14-12
5-4-2-14-9-2-14-12  1-25-4-2-13  14-15-9  25-9-25-3-9-10-12

‘ 4-11 24-4-16-10 13-10-4-16-6.
6341
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Instructions for Decoding the Mystery Message
Group 3

The following is a secret message. To decode the message, your group will need three
different keys.

Each person in the group has been given one key. Each key decodes part of the message,
but you need all three keys to decode the whole message.

Key 1 decodes the first part of the message. Key 5 decodes the second part of the
message, and key 2 decodes the third part of the message.

Hyphens separate all letters of the same word. Spaces separate words from each other.

Secret Message

’ Part One

16-12-11-24-11  21-7 1 10-13 23-20 19-1-14-2-9
21-14  16-12-21-7  24-23-23-5.

Part Two

%

24-3 24-12 22-5 3-7-8 3-18-9-23-8 9-8-7-24-5-17 3-7-8
22-11-8-21-7-8-18-17  13-21-22-15-8-26-3-22-2].

Part Three

&

11-17-2-7 14-15-9 3-1-13 1-2-7 7-17-18-17-7-9 17-14-12
5-4-2-14-9-2-14-12  1-25-4-2-13 14-15-9  25-9-25-3-9-10-12
’ 4-11 24-4-16-10 13-10-4-16-6.
639
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Instructions for Decoding the Mystery Message
Group 4

The following is a secret message. To decode the message, your group will need three
different keys.

Each person in the group has been given one key. Each key decodes part of the message,
but you need all three keys to decode the whole message.

Key 1 decodes the first part of the message. Key 3 decodes the second part of the
message, and key 2 decodes the third part of the message.

Hyphens separate all letters of the same word. Spaces separate words from each other.

Secret Message
Part One

o “»

16-12-11-24-11 21-7 1 10-1-3 23-20 19-1-14-2-9
21-14  16-12-21-7 24-23-23-5.

Part Two

%

24-3 24-12 24-5 18 9-24-16 9-22-19 5-8-19-3 3-22
3-7-8  26-18-9-24-5-8-3-12.

Part Three

&

11-17-2-7  14-15-9  3-1-13 1-2-7 7-17-18-17-7-9 17-14-12
5-4-2-14-9-2-14-12  1-25-4-2-13 14-15-9  25-9-253-9-10-12

. 4-11 24-4-16-10 13-10-4-16-6.
6395
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KEY 1

“»

Use the following key to decode the first part of the secret message.

=A 10=B 19=C
2=D 11=E 20="F
=G 12=H 21=1
4=] 13 =K 2=L
’ 5=M 14=N 25=0
6="P 15=Q 24=R
7=S5 16=T 25=U
8=V 17=W 26 = X
o=Y 18=12

’ 637
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KEY 2

Use the following key to decode the third part of the secret message.

=A 10=R 19=]
2=N 11=F 20=W
3=8B 12=S5 21=K
4=0 13=G 2=X
’ =C 14=T 3=L
6="P 15=H 24=Y
=D 16=U 25=M
=Q 17=1 26=1
9=E 8=V

' 633

@ esson 19: Following Directions. .. Copyright ©1996 by Coast Community College District Handout 52




Cun_

=¥ English as a Second La eV ’
O Lralish e e Secons ansese, i
- esson 19: Following Directions to Achieve a Team Goal

KEY 3

Use the following key to decode the second part of the secret message.

1=2 10=Y 19 = X
2=W 1=V 20="U
3=T 12=S5 21=R
4=Q 13="P 2=0
' =N 14=M 23=L
6=K 15 =] 24 =1
7=H 16=G 25=F
8=E 17=D 2=C
9=B 18=A
9
639
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Process of Elimination

Read these directions and be sure you understand them before filling in the answers:

«  Fill in the blanks below with an answer from the box. Each answer will only be used
once.

«  Cross out each word in the box as you use it
«  If you don't know the answer to a question, SKip the question and move on to answer the next
question.

«  After you have answered all of the questions you know and have crossed out the
answers to other questions, return to the questions you skipped and make an
"educated guess" using the words that are left

«  When you don't know the meaning of a word, see if it looks like a word you know
or see if you can recognize its root.

o hearing hear vision tactile senses

—

Touch, hearing, sight, taste, and smell are our five

2. When we see perfectly, we have 20/20

3. Our ears are used for

4. If something is audible it means we can it.

5. A person who learns best by touching or *hands on” is a learner.

9 . 510
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Word Power

1.  Work with a partner.

Match the word or phrase with its definition by putting the letter of the correct
definition in front of the word or phrase it defines.
3. Use the “process of elimination”. Check off each definition as you use it.

___ 1. appearance a)
____ 2. appropriate b)
____ 3. contact o)
____ 4. damage d
___ 5. data e
___ 6. educated guess f)
____ 7. hazardous g
__ 8 ingestion" h)
____ 9. odor i)
, ___10. physical data j)
____11. process of elimination k)
____12. protection )
13, sheet m)
____14. trade name n)

information

using what you know to make a good guess
dangerous

touch

smell

how something looks

ruling out what is definitely incorrect

hurt; harm; or injury

correct for that situation

a piece of paper

a covering to keep you safe

the name that a product is sold under
information about how a material looks and smells
swallowing; drinking

* Notice the difference between “ingestion” and “injection”. They are two different words with

two different meanings.

641
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Material Safety Data Sheet (MSDS)

e JobLink

2 Lesson 20: The Process of Elimination

PRODUCT TRADE NAME Parker Coolant

PHYSICAL DATA:
Appearance Green Liquid
Odor none
HEALTH HAZARD DATA:
Eyes Contact with eyes can cause burn and eye damage.
Skin Contact with skin can cause irritation.
Ingestion Can result in burns of the digestive tract.
PERSONAL PROTECTION:
Eye Protection Goggles
Skin Protection Gloves

642
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Questions About Hazardous Materials

Use the MSDS to answer the following questions:

1.  What is the trade name of this product?

What color is this product?

Does this product have a smell?

CalE A

What will happen if you get this product in your eyes?

5. What will happen if you get this product on your skin?

’ 6.  What may happen if you swallow this product?

7. What protection do you need when using this product?

and

’ 643
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Educated Guess or Accurate Response?

Read each situation below.

Write the words “educated guess” in the blank after that statement if you think that it is all right
to take a guess in that situation.

Write the words “accurate response” if you think that it is critical to respond to that situation
correctly:

1. Your supervisor asks when you think your paperwork will be finished.

2 You are not sure of the correct answer on a test.

3. You are deciding what parts need to be rejected.

g 4 A co-worker asks you if you think you'll work overtime this week.

5. The machine operator asks you if her machine is turned off before she reaches in to

repair it.

6. Your family asks you about what time you think you'll be home tonight.

7 You need to write down the names of the chemicals in a mixture.

¢
6441
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Filling Out Forms

On the blank line, write the letter of the correct answer.

1.

When you fill out a form, you must
a Use a pencil

b. Always type

¢ Usea pen

When filling out a form, you should
a Print clearly

b. Write fast

c. Use cursive writing

N/A means

a No answer

b. Does not apply

¢ Not applying
Abbreviations must

a be in all capital letters
b. be followed by a period
¢. be written in lower case

Names of people, companies, streets, cities, and states should
a begin with a capital letter

b. be written in cursive writing

¢. be written in all lower case letters

On an application or form, your name
a will always be written with your first name first
b. will always be written with your last name first

¢. may have either your first name or your last name first
Your signature should be

a printed

b. in cursive writing

¢ written by someone else

An affidavit

a is a statement that the information contained in a form is correct

b. is not an important part of a form
¢ must not be signed

When filling out a form, it is very important to
a. skip some answers

b. fill in all blanks that apply

¢ make up information that you don’t know

a you must answer all of the questions
b. you are not obligated to give out any information
¢ it is probably a government survey 64 3
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)

Group Activity: Fill In The Blanks

Directions: Each of the following answers belong in a blank in the survey below. Work as a group.
Write each answer in the correct blank. It will help if you cross out each answer as you use it:

(714) 555-5555 Avenue Mon., Wed., Fri.

(714) 555-5556 B. Orange

2553 California part time

47 East Chapman permanent

5 years electronic assembler Robert

92669 Johnson supervisor

ABC Widget Co. M yes
Name M F

9 last first M.l circle one age
3 Company Ccompany Address
street city state Zip
Job Title Full or Part Time? Permanent or Temporary?
Years at that Are you interested in What position would you be
Position training for another interested in?
position?
What days would you be available for training? Phone Number
Circle all available days: daytime: ( ) -
evenings: ( ) -
Mon Tues Wed Thurs Fri Sat Sun
640
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Tips on Filling Out Forms

1. Look at the whole form.
Which of the questions do you already know the answers to?

2. Answer the questions that you know the answers to.
For now, skip the questions you do not know the answers to.

3. Look at the questions you left blank.
What information do you need to answer those questions?

’ 4. If there is a question that does not apply to you.
Write N/A in the space.

(For example: If the question asked “List the names of your children’, but you do not have children, you
would write N/A in the space.)

5. What else can you do if you don't know the answer?
a. Ask if you can have some extra time to fill out the survey or form.
b. Ask someone who might know the answer.
c.  Look up the answer in a book, dictionary, manual, etC.

g i
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Filling Out A Voter Registration Form

Review the information below. It contains an explanation of instructions for filling out a voter
registration form, definitions of terms, and the spelling of some words you may want to include.
You make look up more words in the dictionary.

Directions: Fill out the voter registration form on the back of this page.

Clossary of Instructions, Definitions, and
Spelling of Important words
INSTRUCTIONS

1. WRITE ONLY IN INK: Use a black or blue pen. Do not use a pencil.

2. PRINT CLEARLY: Be sure each letter can be easily read.

3. THERE MAY BE A CHOICE OF TWO BLANKS TO FILL OUT. In this case, you only fill out the blank that applies to
you.

4. DO NOT LEAVE BLANKS UNFILLED UNLESS IT IS APPROPRIATE.

, DEFINITIONS

1. N/A: This means “does not apply”. Use N/A when the information requested on the form does not apply to

you.

enrollment: registering

residence: your home address

height: how tall you are in feet and inches (Example: five feet, eight inches is written 5'8")

length: how long something is (Example: Your length of time at your residence is how long you have lived

in your present home.)

6. birthplace: the city where you were born. There is a separate blank to fill in if your birthplace is not in the
Us.

7. previously: already been done

present name: the name you legally use now

9. party enrollment: you may register in one of five political parties but you may check another box if you do
not want to register in any particular party '

10. absentee ballot: a ballot you fill out and send in by mail. When you vote by absentee ballot, you do not
vote at a local polling place.

11. affidavit: a sworn statement. You are taking an oath that the information is correct.

12. perjury: to lie under oath

13. witness to mark: the name of a person that observed you, and only you, sign the application

Al

o

SPELLING OF IMPORTANT WORDS

auburn black blonde blue brown dark green hazel light red
643
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Filing Out An Application for a Driver’s License

APPLICATION FOR DRIVER'S LICENSE
PLEASE PRINT IN SPACES NEXT TO ARROWS _

Last Name First Name Middle Initial

N,
Month Day Year Sex

2}Dateofalrth’ | aMm OF

Number and Street (Mailing Address)
1

City or Town State ZIP Code
)

' County of Residence

s}
' Legal Address if different
_ from Mailing Address
o)

Has your address chan‘?ed since your .

} last license was issued
7 O Yes O No
Height Eye Color
o)
643
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Individual Activity: Filling Out A Survey

Glossary of Terms

1. Abbreviation: a letter or letters that stand for a longer word. Abbreviations always end with
a period. Common abbreviations are: Street (St), Avenue (Ave. or Av.), Boulevard (Blvd), Road
(Rd), number (no.), month (mo), year (yr), California (Calif. or CA), Orange County 0.C)

2. Applicant: the name of the person applying for a job or position

Initial: the first letter of a first or middle name. Because initials are abbreviations of names, they

are capitalized and followed by a period.

Occupation: job

Optional: voluntary; by choice; not necessary

Print: block letters, not cursive writing

Signature: a name signed by a person in cursive writing

survey: a form that asks you to fill out answers to questions. Most surveys are optional unless

they are part of an application. You are not obligated to provide personal information to

companies you buy from or for people who come to your door or call you on the phone.

“w

© N U

’ Directions: Fill out the following survey. Use a pen. Clearly print all of your answers. Look up any words
you are not sure of in the dictionary so that you will correctly spell all words. Be careful that you print
your name in the correct order because some surveys and applications ask for your last name first

Car Pool Survey

Name M E
last first M.l circle one age
company Address
street city state zip
Job Title Time Your Shift Begins Time Your Shift Ends
am. p.m. am. p.m.
Do You Car PooI? Would You Be Interested In | Days (circle days)
Joining a Car Pool?
YES NO YES NO S M Tu W Th F Ssat
’ Daytime Phone Number: ( ) -
650
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Paired Activity: An Oral Questionnaire

Read all of the directions below before beginning this assignment:
1. You are going to be filling out a questionnaire for your partner by reading the questions on a
form aloud to your partner and writing down his/her answers.
2 Your partner will not see his/her form until you have completed it

3. If you do not know how to spell a word, ask your partner to spell it for you. If neither of you
know the correct spelling, use the dictionary.

4. Print all answers in blue or black ink.

5. Begin at the arrow and make sure that you fill in each box. If a question does not apply to
your partner, fill in the box with “N/A" (meaning: “does not apply”).

. 6. After you complete your partner’s form, have your partner do the same for you with your
form.

7. When both forms are completed, proofread the form that your partner filled out to be sure
all answers are correct. When you are sure that all answers are correct, you may sign your

own form.

‘ 651
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Filing Out An a Voter Registration Form

Section 2

{it Bam in the Unitea States)

poms S0
e, nm APPLICATION FOR REGISTRATION AND ENROLLMENT BY MAIL Ser.No.
{Plesss Print)

Last Name “First Name Initigd  Jr. or Sr. Reg. Oate
Residence Address No. Strest or Raad City, Town (Zip Code) v z
1t Apartment Owelier or Lodger

- :::-m wihst Langtnof Time st Yeur$ e
Room No, Mocr No.  Apartment No. Assidenca Months e
Matling mnu if gltterant i1 you live in incorparated village. give village name  Telephone Numoer (if tisted)

Bom
T n U.S.A. —
ainn Yo ~nQ Ses ' Hair Eyes.
_f SOL0 HERQ SACONT
BIRTHPLACE NAME AT 8IRTH

QIRTHPLACE
111 Nt Born « the Unnes Simiest | (It Olfferent)

City. Town State Couniry
HEve YOU Deen DraVIOUSlY DIOydmuwm 11 AGL yNCer wRat neme Gid you regisier?
Bl o e e o e yos” Moo s Giy. Town (Zlo Cade) County
' veaQ NoQ | register?
Were you ragustered immaedisiery| In wnat year gio you
betore mo v‘.: g ~NQ .'c::::: l'ns‘s";:‘, Name and Accress ot Present Empioyer or Scnool
FILL IN ONLY IF APPLICANT IS FOREIGN BORN
Naturslizaton Pspers Oate of Papers | City and Siate Court Name of Person t¢ * i1ssued

own(J Famers(J Motrers Q Husbenc's O

Other of

FOLD GN TS UINE mm':l 1F YOU WiSH AN ABSENTER SALLOT APPLICATION PORM. OHCX SELOW.

Section 3

O ™IS YEAR'S PRIMARY
MAIL APPLICATION TQ:

(] THIS YEAR'S GENERAL ELECTION.

Q Lesson 21: Filling Out Forms...

Be sure to complets this section!
PARTY ENROLLMENT

if you wish to enruli in a political party, check the
party ot yeur choice:

Q Democratic O Repubdlican
Q Conservative 3 Rignt to Lite G Ubersl
Q Transfer my presant party enroliment to my
new address. (See Instruction Na. 7C).

O | do not wish ta enrcll in any politcal party.

AFFIDAVIT

w1 attirm that the information provided herein is true
and | understand that this spplication vl:’bo
accepted for all purposss as the equivalant of an
affidavit, and It It contains & material false state-
ment, shall subject me t0 moum:penalﬂcsmr
perjury as if | had been duly SWOm.

- ™
QG | am herewith changing my enrciiment (See Signature or Mark of Apetic
Instruction No. 8) ey Oste
bo<
Copyright ©1996 by Coast Community College District Handout 64b

SEST COPY AVAILA:E




) English as a Second Language ¥ ’
Lesson 22: Filling Out Forms: Bringing It Back to Work a l”

Ccommon Forms:
Filling Out A Social Security Number Application

A SOCIAL SECURITY NUMBER APPLICATION _
s S . . P‘mlypcorpﬁnt. Don'tusepencll,. . .
“INAMETO . Fist. .- T Midgle HE Lant
eEsHown A ' .
joncaro : I H
" | FULL NAME AT First ) Miditie 1 Last
-BIRTH (IF OTHER | |
{aNAsOVE) ' \
| STATE. KL
1 sex 8:1'_5 T MONTH | DAY | YEAR PRESENT AGE
g tig;luién'nliam to work | g:::“ BIATH - L ! __
18 . Logat wisn not atowed to work _ g.FAc:-: N ey = STATE OR FOREIGN COUNTRY
' 1] G 9. Other Aty F.. S o
.| MOTHER'S - FArst S Middie B Last (her maiden name)
| NAME AT : . : . |
‘| HERBIATH { 1
K m'nsns Fit 1 Migdle B Last
a.Haveyouo:sumaonoonyou!maltwmfousoaauewntymmbefbefm? DNo DDoannow CYes
"1 o. Enter sociai security number clnwhnsmudidywmm 'wmtmﬂ
: o '
]
© ) YEAR Telephonenumber ). ' . HOME H " OTHER
1 you during the day {

BEST COPY AVAILABLE
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common Forms:
Employee’s Withholding Allowance Certificate

Form w.4 DCDOIAMON of the Traasury-=intemel R Service
(hov. Octaber 1979) l Employee's Withholding Allowance Certificate
Priat your full name B> | Your sociai security number B>

Address (including ZiP code) B>
{3 singie G Married (] Marned, but withhold at higher Single rale
Note: If married, but legally separated, or spouse 13 2 nonresident alien, check the singie block.

Marital status:

1 Total number of atiowances you ara claiming. (from lina F of the worksheet on psga 2).
2 Additional amount, if any, you want deducted trom each pay (if your employer agrees) . . . . . . . o ¢
3 | claim exemption from withholding because (see instructions and check boxes below that aoply):
] D Lest year | dig not owd any Federal incoma tas anc had a right to a full refund of ALL income laz withheld, AND
b [ This year | do nat capect to owe any Federal income a1 and expect to have 2 fishi to 2 fult relund of ALL income tax withhetd, If both

2 and b apply. enter “TXEMPT here . . . . . .+ o . e o o Y
¢ I you entered “EXEMPT on line 3b, are you a full-time student? . .

Under ine penaities of perjury. | certily that | am i 1o the ber of e ? s claimey on this cenlicate, or if cteiming exemption
wilhholding, that | am entitied to cleim the enempt status,

] Empteyee's signature > Oae » . 19 .
g Imoleyers name ang 2aaress (including 21P code) (FOR LMPLOTLA'S USE ONLD | Empleyer identificats »

BEST COPY AVAILABLE
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common Forms:
Application for Employment

APPLICATION FOR EMPLOYMENT

PERSONAL INFORMATION s0cIaL sECURITY
' oarg NUMBER
NAME AGE SEX
LADY (41114 »I00LE
PRESENT AOORESS . - PHONE NOD.
coLon coLon

ODATE OF SIRTH HEIGHT wEIGHY OF MAIR or EYEs

EMPLOYMENT DESIRED

OATE YOU SALARY

POSITION CAN START DESInLO

FORMER EMPLOYERS (LIST BELOW LAST POUR EMPLOYERS. STARTING WITH LAST ONE FiasT.) |

oare .
NAME AOORESS OF € BALARY rosITIO REASON FOR
MONTH AND YEAR alald OF EMFLOYER A ] OR LEAVING
’ PROM
ro
FROM
vo
YEans oart
EDUCATION | MAME aws LOCATION OF SCHOOL aTTENOEO | Gmaouateo | SVSJECTS sTUDIED
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v - son 22: Filling Out Forms: Bringing It Back to Work

common Forms:
Application for Employment

PERSONAL:
NAME SOC. SEC.NO.
ADDRESS PHONE

WORK EXPERIENCE:
NAME of company where you worked last

ADDRESS
{number, stree, city, State, Zip code)
WHEN you worked: Started Left (it still there, write present)
(month & year) {month & year)
JOBTITLE SUPERVISOR
DUTIES SALARY
WHY YOU LEFT. (If still there, putadash)
NAME of company where you worked before the one above
’ ADDRESS
3 WHEN you worked: Staned: Lett
: (month, year) (month, year)
JOBTITLE SUPERVISOR
OUTIES SALARY
WHY YOULEFT
EDUCATION:
NAME of high school CITY&STATE
YEARS ATTENDED WHEN (did you, will you) GRADUATE
NAME of other school
(business, vocational, college) CITY& STATE
YEARSATTENDED __ SPECIAL SUBJECTS studied
SPECIAL SKILLS: (Such skills as: Drive a car, type [what speed?], take steno, operate a Xerox machine,
' speak a second language)
REFERENCES: (Think of 3 people, not relatives, who know you well)
NAME JOBTITLE
ADDRESS PHONE
NAME _JOBTITLE
ADDRESS PHONE
NAME JOBTITLE
O ADDRESS PHONE
653
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Bingo Game

Find someone in class who...

Plays Soccer Has been to Disneyland Has Grandchildren

Has a sister Likes tomatoes Was born in California

Has been to Worked at your company Likes to sing
g San Francisco more than 10 years
Goes to school Has children Is not married
Has a dog Has blue eyes Drives a truck

¢ 557
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Cesson 2: What Makes Effective Greetings and Small Talk

Small Talk

Hi. How are you?
Fine. How are you?
Fine, thank you.

What's your name?

Do you like your job? |
Yes/no
Why?

Because..................

Well, I've enjoyed talking with you. I hope I see you again.

Me too. Good-bye
Bye.

660
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Group Activity To Small Talk

1. Each team member will write down two questions he/she might ask
a new friend or co-worker in order to make small talk.

2. Each member will share his/her questions with the group.

3. The group will choose from those questions and write a “small talk”
dialogue.

4. Practice the new dialogue with at least two partners from the group.
Be sure each person tries to take both parts.

5. The group will choose two members to perform the dialogue for the
whole class.

' 6€1
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Who Can You Find?

Find someone in this class who:

. has worked at your company for more than 5 years.
2. goes to school.
3. reads directions or instructions at work.
4. likes to talk at team meetings.
5. has to talk on the phone at wo-rk.
é. wants to learn more English.
Q 7 wants to become a UJS. citizen.
8. reads safety signs at work.
9. went on a trip to Mexico during vacation.
10. has an idea to tell the supervisor or boss.
®
662
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Reading/Writing Warm-up

Reading (10+ minutes)

Title
Author
Today I read pages -

This book was about

’ New Words:

Wwriting (10+ minutes)

Topic:

Your thoughts:

’ 663

@ “esson 6: What's the Idea Copyright ©1996 by Coast Community College District Transparency 5

ERIC

Aruitoxt provided by Eic:



¥ English as a Second La ki ’
I%;: n 6 a What's tl:\geualgdee a JabLI”k

Vocabulary List

1. contaminate

2. sterile
3. solution
4. filter

5. container

. 664
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Main ldeas

The following words can be put into groups. The main idea of each group is listed. Try to put
the words with the correct main idea.

sports Colors

’ Clothing Tools

hammer pants orange track

baseball soccer shirt jacket

screwdriver chisel turquoise shovel

tennis brown vest saw

swimming skirt beige gray
66D

@ Lessoné: What's the Idea Copyright ©1996 by Coast Community College District Transparency 7




4 English as a Second Language ¥ ’
Cesson 7: Give Me the Main Tdea JabLI”k

Main Idea Hunt

At our company we make many products. PICs or Plastic Irrigation Containers are an
important product About 14% of our company’s profits come from PICs. There are many steps
to follow when PICs are made. PICs come in many sizes.

The most important idea is:
a. Our company makes only PICs.
b. PICs are an important product at our company.
c. Our company makes supplies for eye doctors.

Plastic Irrigation Containers come in four sizes. Some PICs are half liter and some are one liter.
PICs are also two liter and four liter. The crew can handle the smaller containers faster than the

larger containers. Every size PIC must be handled with care.

Q The most important idea is:
a. All PICs are the same size.
b. The crew only handles four liter P1Cs.
¢. PICs are not all the same size.

Copy the sentence from the paragraph that tells the answer.

Our company manufactures all the things that are needed for IV therapies. At our company we
make IV solutions and the sets that connect the patient to the solution. We also manufacture
and distribute the computerized pumps that control the flow, the filters and the poles.

The most important idea is:
a. Our company makes computerized pumps.
b. Our company makes everything that is needed for IV therapy.
c. Our company makes IV solutions.

. Underline the sentence in the paragraph that tells the answer.
666
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Dictation Pairs — Student A

$6.25

$3.40

$1.98

$4.19
$10.00

$2.90

$5.75

$8.30

<~\v\3 English a3 2 Second Tanguage - JabL/'ﬂk
Dictation Pairs — Student A

$6.25

$3.40

$1.98
$4.19
$10.00

$2.90

$5.75

$8.30
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Lesson 8: Just Give Me the Facts abLlﬂk

Dictation Pairs — Student B

$3.18

$7.16

$2.80
$9.60

$1.55

$4.15
$8.20

$6.17

Vaa¥ English as a Second Language ¥ 4
é\;\\/d Lesson 8: Just Give Me the Facts abLlﬂk

s

Dictation Pairs — Student B

$3.18

$7.16

$2.80

$9.60

$1.55

$4.15
$8.20

$6.17
. 663
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Let's Find Facts

A good attitude at work can help you get ahead. You can show a good attitude on your job. Be
on time every day and do your work well. Help the other members of your team. Don't tell

them, “That's not my job!

At work, you should
a. come late.
b. be angry with your co-workers.
¢. help your co-workers.

Miguel had a problem at work. The same machine broke again. It had broken twice last week.
Miguel call the repairman to fix it The man did not come for two hours. Miguel got angry and
yelled at the repairman. The next day the repairman called Miguel's supervisor.

Miguel was angry because
a. the machine worked well
b. the repairman did not come for a long time.
¢. he was tired.

Most of us work every day with many different people. We talk with co-workers and with our
bosses. Sometimes we work with customers. It is important to get along with them. Working
well with others and having a good attitude save the company money because production

often goes up.

Getting along with others
a. is important
b. makes other people mad.
C. Is very easy.

If employees work well together
a. the company loses money.
b. production rises.
c. customers call to complain.

669

@ “esson 8: Just Give Me the Facts Copyright ©1996 by Coast Community College District Transparency 11

ERIC



1 English as a Second Language ¥ ’
L:‘sgson 9: Sorting Things Out JabL,”k

sorting Things Out
Working with your group, name four things which fit in each category.

Animals Things That Fly

, Things You Can Drink Sweet Things

' 670
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Who Can You Find-#2?

Find someone in this class who:

1. can tell you who to call for a medical emergency.
2 wears hearing protection in his or her department.
3. knows what “evacuation” means.
4. likes to list to books on tape.
5. wears safety glasses on the job.
6. can give you directions to the cafeteria.
9 7 can explain the word litter.
8. works in a deanroom.
9. uses a weld shield at work.
10. has a new idea to tell the supervisor or boss.

' 671
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Order, Ordetr, Order!

The following is the sequence for making, filling, sealing and inspecting PICs.

The bottles are made in Blow Molding.

The solution is put in in the filling line.

The bottles and closures are sealed together.

They are sealed with a solution made in Mixing.

The filled container is “cooked” until it is assured that the product is sterile.
They are dried on the packing line.

The inspector gives them a touch test

' Put these statements in the proper order.

The filled container is “cooked” until it is assured that the product is sterile.
The solution is put in in the filling line.

The inspector gives them a touch test

The bottles are made in Blow Molding.

They are sealed with a solution made in Mixing.

They are dried on the packing line.

The bottles and closures are sealed together.

"4
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Let's Make a House or a Boat

Cut out the shapes below. Then, work with a partner to see if you can join the pieces to make
the house, and then the boat It is not as easy to put the pieces together as it looks! Your

teacher has the answers.

. 673
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84 [csson 11: Keeping Things In Order
ping 8

How Are We Doing?

Please circle the answer which most nearly matches your opinion.

- JobLink

I am learning | nothing a little bit a lot
My reading is improving not at all a little bit a lot
English is always difficult sometimes difficult easy
I like my work not at all a little bit a lot
The best thing about this class is
’ I would like this class more if
9 67
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Cesson 11: Keeping Things In Order

A Busy Day

JobLink

Anna and Maria had a busy day. Put the sentences in the correct order to tell what they did.

a. After dinner, Anna washes the dishes and does her homework.

b. Anna goes to bed at 10:00.

__ ¢ Anna gets up at 6:00.
______d. Anna and Maria eat dinner at 6:30.
e At7:00 in the morning Maria takes Anna to school.
______f Anna finishes school at 3:00.
’ ____ g Maria picks Anna up after school.
* _______h. Maria makes breakfast for Anna.

i, Maria makes dinner and Anna sets the table.

9 575
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Getting to Know You

Find someone in class who:

Has to read work orders at work.

Had to learn something new on
the job in the last 6 months.

Has to write notes at work.

Has to use the computer at work.
a Is on a team at work.

Goes to school.

Wants to learn a new job at work.

Had to make a presentation at work.

Has changed jobs in the last year.

_ 676
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Learning Styles

A learning style means the way an individual likes to learn. A person's learning
style is influenced by nature and environment. Three learning styles which we

will discuss today are:

1. Visual Learners

2. Auditory Learners

3. Tactile Learners

‘ 677
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Adult Learning Style Profile

Directions: Read each statement. Place a 1, 3, or 5 in the box at the end of the statement:

1
3
5

Indicates least like you
Indicates somewhat like you
Indicates a lot like you

Work quickly- do not sit and ponder. There are no right or wrong answers.

L.

I'm good at remembering things I hear or that people tell me.

2. Ilike to read and usually read a lot
3. I notice that I often bear down extremely hard with pen or pencil when writing.
4. 1 often find diagrams, graphs, and charts difficult to understand.
5. Ido better at following directions if I read them, not just hear them.
6. I enjoy doing work/sewing or woodworking or working on machines.
, 7. 1like group-type projects which allow for lots of discussion and exchange of ideas.
8.  Graphs, charts, and diagrams help me to understand the subject/presentation.
9. I notice that I often handle objects such as coins, keys, or pencils while studying,
reading, listening, or talking.
___10. I understand academic subjects better when listening to lectures or tapes.
___11. I remember best by taking notes in classes/meetings; making lists of things to do.
__12. I notice that I like to have snacks or drinks available or chew gum or smoke while
studying or working.
__13.  Ifind that I can spell difficult works if I “sound them out’
___14.  I'm good at using maps to find places.
__15. 1like dassroom or work projects where I can create/make things or build models.
___16. Ienjoy attending and listening to a good lecture/speech play or drama.
___17. 1 enjoy spending time reading or looking through magazines, books and newspapers.
18 1 exercise regularly by doing aerobics, jogging, walking or participating in sports
activities.
___19. To solve a problem/difficult situation, I need/like to talk it over/discuss it with others.
' 673
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Adult Learning Style Profile
(continued)

20. It helps me to spell difficult words if I write them down or see them in print.

___21. 1 feel comfortable in physical contact of touching others, hugging, and handshaking.
22 I'mgood at remembering and following oral directions.

23 1am good at working and solving jigsaw puzzles and mazes.

24 1 enjoy sight-seeing and visiting new places.

25. 1 enjoy music: singing, listening, going to musicals or concerts.

26. I'm good at researching topics articles or stories and/or writing reports.

27 1 doodle during meetings, lectures, or while listening on the phone.

28. 1 read aloud/whisper to myself when trying to understand new or difficult material.
29.  I'm good at doing layout and design work: formatting drawing, sketching and coloring.

’ 30. 1 like working with computers or other electronic technology for learning/working.
o
Permission granted by S. E. Pues, Tarzana, California
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Inventory Scoring

JoblLink

1. Put the point value number (1, 3, 5) on the line next to its corresponding item number.

2. Add each column to get your total score under each heading.

AUDITORY

No. of Pts.

10.

13.

16.

Total

@ .esson 12: What's Your Style

1 point Seldom
3 points sometimes

5 points often

VISUAL

No. of Pts.

11.

14.

17

20.

26.

- 29.

Copyright ©1996 by Coast Community College District

Total
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TACTILE

No. of Pts.

12.
15.
18.
21.
24.
27.
30.

Total

Transparency 21



Can

&8 Y Erzlish as a Second Language ¥

NSOV [ csson 12: What's Your Style

Inventory Scoring
(continued)

Copy your highest, second highest, and lowest scores below:

JobLink

Scores: - -
Highest =~ Second Lowest

Your Learning Style Profile

“Style Letters” - -

@ | 681
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Learning Styles Suggestions

If you are a visual learner (learn by seeing):

1.

A

Write things down because you remember them better that way.

Look at a person when he or she is talking.

It is better for you to work in a quiet place, and usually by yourself.

Use color highlighters to mark important information.

Write vocabulary words on index cards in color, and study the information.

If your supervisor gives you oral directions that you do not completely understand,
consider asking him/her to write the directions down for you. You might say: ‘I didn't
understand everything you said. Could you write it down for me?”

If you are an auditory learner (learn by hearing and discussing):

1.

A

Try working with a friend so you can talk over information.

Make tape cassettes of information and listen to them.

Read information aloud to yourself.

Write vocabulary or other information on index cards in color, and read aloud.
Recite aloud the things you want to remember.

If your supervisor gives you written directions and after reading them you still do not
understand, you could ask him or her to discuss the information with you. You might say:
‘I read the information, but I don't clearly understand these directions. Could you tell me
what you want?”

If you are a tactile learner (learn by doing):

1.
2

3.
4.

5.

When trying to learn something, walk around while saying the information to yourself.
When trying to memorize information, try closing your eyes and writing the information
in the air.

When you get job information in writing, look at the pictures and the section headings
before reading the whole thing,

When you are in a meeting, cross your legs or jiggle your foot. You may even want to
squeeze a tennis ball or nerf ball when listening to someone speak.

You probably like to have quiet music playing when you are working.

If your supervisor gives you directions orally or in writing and you do not clearly
understand, you could ask him or her to show you what the directions mean. You might

682
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15 Workplace Words

Supervisor
Customer
Eliminate
Improve
Process
Task
Promotion

' Shift

| Assembly

Notice
Team
Meeting
Memo
Salary

Benefits

' 683
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Lesson 13: Its All In The Words You Use

The Matching Game

Match each word to its corvect definition:

To put something together

To make things better

A written or printed announcement

A group of people who work or play together
The work hours

The person in charge of a department

The person we make our product or service for
To get rid of

A piece of work set to be done

A gathering, an assembly

A payment in return for work

The method to make a product

A letter

What you might get when you work at a
company (insurance, bonus plan, etc)

A rise in rank or position, an advancement

- JobLink

Supervisor Promotion Memo
Customer Shift Salary
Eliminate Assemble Benefits
Improve Notice Task
Process Team Meeting
684
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Using the Words

One day the in my department was talking to one of our

who told him that we needed to improve our

Our supervisor felt that this was not going to be an easy

and he put together a of employees from our department
and called a for us to get together on Friday. On Friday,
we talked about improving what we do by some of the
waste we have in the area (the place where we put together
the parts). After the meeting, our supervisor sent out a to let
everyone know what we had decided. We posted a on the floor
so everyone on both would know what to do. The suggestion our
team made was very successful. We all got a and a raise in our,
The company was so happy they added a bonus plan to our program.

Supervisor Shift Memo

Customer Assembly Salary

Eliminate Notice Benefits

Improve Team Task

Process Meeting Promotion

6E5
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Workplace Idioms

1. Cream of the crop.
2. Work like a dog.
3. My feet are killing me.
’ 4. Bread winner
5. Top banana
6. Bite off more than I can chew

7. Moonlight

. 6E6
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@ {csson 14: Writing Step-by-Step Directions

Chronological Order

Ordering words
The following words may be used to help order the steps of a process:

first

second (third, fourth, etc.)
then

next

after

finally

.

- JobLink

Put the following steps in order by writing the number in front of each step that
shows which number it is in the process. Use the ordering words in bold to help

you:

1

After that, I put on sterile gloves.

When I arrive in the locker room, I wash my hands.

Every day, I arrive at work at 7:00 am.
Then, I put on a sterile gown and mask.
The first thing I do is dock in.

I am finally ready to go to my work area.

Secondly, I walk to the locker room

6E7
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Organizing and Writing
Step-by-Step Directions

YOUR NAME:

TITLE OF INSTRUCTIONS:

write down all of the steps involved:

10.

o
6E3
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Dialogue

Jose is a new employee. Carmela is his new lead. They are talking in Carmela's office.

Carmela is giving directions to Jose. She is telling him the steps he will need to do his job.

Work with a partner. Read the following dialogue to see how Jose asks for the information

he needs:

CARMELA:

JOSE:

CARMELA:

JOSE:

CARMELA:

JOSE:

CARMELA:

JOSE:

CARMELA:

JOSE:

CARMELA:

JOSE:

CARMELA:
- JOSE:
CARMELA:

JOSE:

CARMELA:

JOSE:

Jose, you will be in charge of keeping our parts bins supplied with parts.
When you see that we need parts, you will fill out a requisition form and
take it to inventory. They will give you the parts and you will bring them
back to our department.

Wwould you mind if [ asked you some questions?
Sure, go ahead.
What requisition form do [ need?

You need Requisition Form #210. The forms are kept in the folder next to
the computer.

Do You mean the red folder between the computer and the printer?
Yes, that's the one.

O.K. Who fills out the form?

You need to complete the form.

Could you please explain how I fill out the form?

Sure. Just fill in the date, the part number, and the quantity.
I'm sorry. | forgot where I'm supposed to pick up the parts.
That's all right. You pick up the parts in Inventory.

Where is Inventory?

It's in the warehouse.

Who do I give the form to?

Give it to the person at the desk. Wait for them to bring you the parts.
Then, bring the parts back here and put them in the correct bin.

I understand now. Thank you.

6€3
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Useful Expressions

Polite Expressions To Use When Giving and Receiving Directions:

Could you please..? Excuse me.. Please...

Would you please..? I'm sorry... Would you mind...?

What To Say When You Don't Understand:

I don't understand. Could you please explain that again?

[ don't understand. Could you please show me?

, What do you mean?

Do you mean..?
Did you say..?

I'm no sure | understand. Could you please give me an example?

. - 639
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Making Directions Easy to Understand

Carmela's directions did not have enough information. She did not include all the key
ideas. Jose had to ask many questions to understand his new job. Carmela could have helped
Jose if she had used ordering words to tell him the steps involved in his new job.

Use the information from the dialogue to write down all of the steps Jose needs for his
new job. Be sure to put the steps in chronological order and include all of the details for each
step:

Directions for Jose's Job: Keeping the Bins Supplied With Parts

' 691
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Tesson 17: Using Learning Styles to Remember information

word Power

Card Game Vocabulary

Nouns (people, places, or things):

player step
deck half
stack top
pair bottom

verbs (action words):
divide

’ collect

count

Adjectives (describe nouns):
face up

face down

ordering Words (Remember these from Lesson 14?)
first (second, third, fourth, fifth, etc)
then
next
after

finally

o o
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Learning Styles Groups

Group #1 = auditory learning group. The volunteer from this group will listen to directions
then restate them to the group. The volunteer is nOt permitted to look at the
directions or have cards to play with.

Group #2 = visual learning group. The volunteer from this group will read a set of directions
then restate them to the group. The volunteer does not receive any verbal
explanation of cards to play with.

Group #3 = tactile learning group. The volunteer from this group will be shown by one or
two of the group members how to play the game using cards as props. The group

is not allowed to explain the directions verbally or show the written directions to
the volunteer.

¢

, 683

@ esson 17: Using Learning Styles... Copyright ©1996 by Coast Community College District Transparency 33

E119




N> Eglish as a Second Language ¥ ’
QE/\” Lesson 17; Using Learning Styles to Remember Information 0 I”

How to Play War

War is a popular card game in the United States. It is played mostly by children and
teenagers. War requires two players. To play:

1. Divide a deck of cards in half. Give one half to Player #1 and the other half to
Player #2.

2. Each player places his cards in a stack. He puts the stack face down in front of him.

5. Next, each player takes the top card from his stack and places it face up in the center
of the table. The player with the highest card wins. The winner takes the two cards
from the center of the table and puts them face up next to his stack of cards.

4. Repeat step #3 until all cards in the face down stack have been played or until the
cards in the center are a pair (have the same number or face).

5 If the cards in the center are a pair, each player places one card face down next to his
’ card in the center. Then each player places another card face up in the center of the
: table. The highest card wins, and the winner collects all six cards from the center.

6. When both players have played all the cards in their stacks, they count the cards face
up in front of them. The player with the most cards is the winner of the game.

‘ 634

@ Lesson 17: Using Learning Styles... Copyright ©1996 by Coast Community College District Transparency 34

IToxt Provided by ERI



Ve&¥% English as a Second Language A 4
é\’},’d L?:so%l% Using Learning Styles to Remember Information 0 b LI ”

 Teaching My Job To Others

Directions: Describe how you would teach another employee to do your job.
Use cues that are:

1. auditory (give verbal directions)
2. visual (give written information)
3. tactile (physically demonstrate what you do)

Auditory Cues (What would you say to the new employee?)

Visual Cues (What written information would you give to the new employee?)

Tactile Cues (What would you ask the new employee to do to learn your job?)

635
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word Power

Preview the following vocabulary words before playing the "Wandering Through The
Workplace Game"

ahead backward forward
bonus obey punctual
clockwise counterclockwise rotation
schedule deserve wander
dice (plural); die (singular) error
’ Prepositions
Preview the meaning of the following prepositions before playing the Wandering Through
The Workplace Game:
above in back of out
at in front of through
below into to
behind next to under
beside of on
for with in
onto
636
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, ~ [ {csson 18: The Ins and Outs of Prepositions

The Wandering Through The Workplace Game

One set of game pieces is needed for each group of players. Place the cards in numerical order in a line
or in a snake configuration. Pieces may be enlarged and/or printed onto index cards, but each card must

still have the correct number on it

687
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Words for Meetings

notebook

pen

pencil

three-hole punch

white board
dry erase markers
eraser

’ overhead projector
transparency

transparency markers

flip chart
permanent markers

podium
desk
cabinet
bookshelf
table

. 683

_esson 19: Following Directions... Copyright ©1996 by Coast Community College District Transparency 38

EKC

wll Toxt Provided by ERIC




1 English as a Second Language ¥ ’
Lesson 20: The Process of Elimination abLl”k

Process of Elimination

Read these directions and be sure you understand them before filling in the answers:

«  Fill in the blanks below with an answer from the box. Each answer will only be used
once.

«  Cross out each word in the box as you use it

«  Ifyou don't know the answer to a question, SKIp the question and move on to answer the next
question.

«  After you have answered all of the questions you know and have crossed out the
answers to other questions, return to the questions you skipped and make an
"educated guess" using the words that are left

+  When you don't know the meaning of a word, see if it looks like a word you know
or see if you can recognize its root.

, hearing hear vision tactile senses

1. Touch, hearing, sight, taste, and smell are our five

2. When we see perfectly, we have 20/20
3. Our ears are used for
4. If something is audible it means we can it.
5. A person who learns best by touching or *hands on” is a learner.

. 6SI
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Word Power

Work with a partner.

L
2

Match the word or phrase with its definition by putting the letter of the correct

definition in front of the word or phrase it defines.
3. Use the “process of elimination”. Check off each definition as you use it.

_ 1. appearance a)
____2 appropriate b)
____ 3. contact o
____ 4. damage d)
___ 5. data e)
6. educated guess f)
____ 7. hazardous g
8. ingeston” h)
____ 9. odor i)
' ___10. physical data )
____11. process of elimination k)
____12. protection D
___ 13 sheet m)
___14. trade name n)

information

using what you know to make a good guess
dangerous

touch

smell

how something looks

ruling out what is definitely incorrect

hurt; harm; or injury

correct for that situation

a piece of paper

a covering to keep you safe

the name that a product is sold under
information about how a material looks and smells
swallowing; drinking

*  Notice the difference between “ingestion” and “injection”. They are two different words with

two different meanings.

709
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Material Safety Data Sheet (MSDS)

PRODUCT TRADE NAME Parker Coolant

PHYSICAL DATA:
Appearance Green Liquid
Odor none

HEALTH HAZARD DATA:

Eyes Contact with eyes can cause burn and eye damage.
Skin Contact with skin can cause irritation.
Ingestion Can result in burns of the digestive tract.
PERSONAL PROTECTION:
Eye Protection Goggles
g Skin Protection Gloves

‘ 701
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Questions About Hazardous Materials

Use the MSDS to answer the following questions:

1. What is the trade name of this product?

What color is this product?

Does this product have a smell?

N

What will happen if you get this product in your eyes?

5. What will happen if you get this product on your skin?

O 6.  What may happen if you swallow this product?

7. What protection do you need when using this product?

and

' 702
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7

Educated Guess or Accurate Response?

Read each situation below.

Write the words “educated guess’ in the blank after that statement if you think that it is all right
to take a guess in that situation.

Write the words “accurate response” if you think that it is critical to respond to that situation
correctly:

1. Your supervisor asks when you think your paperwork will be finished.

2. You are not sure of the correct answer on a test.

3. You are deciding what parts need to be rejected.

’ 4. A co-worker asks you if you think you'll work overtime this week.

5. The machine operator asks you if her machine is turned off before she reaches in to

repair it.

6. Your family asks you about what time you think you'll be home tonight

7. You need to write down the names of the chemicals in a mixture.

¢ 703
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Lesson 21: Filling Out Forms: The How To

Filling Out Forms

nk line, write the letter of the correct answer.

When you fill out a form, you must
a Use a pencil

b. Always type

¢ Use a pen

When filling out a form, you should
a. Print clearly

b. Write fast

¢ Use cursive writing

N/A means

a No answer

b. Does not apply

¢ Not applying
Abbreviations must

a Dbein all capital letters
b. be followed by a period
c. be written in lower case

Names of people, companies, streets, cities, and states should
a begin with a capital letter

b. be written in cursive writing

¢ be written in all lower case letters

On an application or form, your name

a will always be written with your first name first
b. will always be written with your last name first

¢ may have either your first name or your last name first
Your signature should be

a printed

b. in cursive writing

c. written by someone else

An affidavit

a is a staterment that the information contained in a form is correct

b. is not an important part of a form

¢ must not be signed

When filling out a form, it is very important to
a. skip some answers

b. fill in all blanks that apply

¢ make up information that you don't know

a you must answer all of the questions

- JobLink

' 10. If someone calls your house or comes to the door and asks you to take a survey.

Q _esson 21: Filling Out Forms...

b. you are not obligated to give out any informa?f?i
¢ it is probably a government survey (U
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Group Activity: Fill In The Blanks

Directions: Each of the following answers belong in a blank in the survey below. Work as a group.
Write each answer in the correct blank. It will help if you cross out each answer as you use it:

(714) 555-5555 Avenue Mon., Wed., Fri.
(714) 555-5556 B. Orange
2553 California part time
47 East Chapman permanent
5 years electronic assembler Robert
92669 Johnson supervisor
ABC Widget Co. M yes
Name M| F
, last first M.L circle one age
” Company company Address
street city state zip
Job Title Full or Part Time? Permanent or Temporary?
Years at that Are you interested in What position would you be
Position training for another interested in?
position?
What days would you be available for training? Phone Number
. daytime: ( ) -
Circle all available days: evenings: ( ) _
Mon Tues Wed Thurs Fd sat Sun

o 705
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Tips on Filling Out Forms

1. Look at the whole form.
Which of the questions do you already know the answers to?

2. Answer the questions that you know the answers to.
For now, skip the questions you do not know the answers to.

3. Look at the questions you left blank.
What information do you need to answer those questions?

’ 4. If there is a question that does not apply to you.
Write N/A in the space.

(For example: If the question asked “List the names of your children’, but you do not have children, you
would write N/A in the space.)

5.  What else can you do if you don't know the answer?
a.  Ask if you can have some extra time to fill out the survey or form.
b. Ask someone who might know the answer.
c.  Look up the answer in a book, dictionary, manual, etc.

‘ 7Co
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common Forms:
Filling Out A Social Security Number Application

A SOCIAL SECURITY NUMBER APPLICATION 4
e SO ‘ : Pizase type or print. Don'tusepencil, - R
“INAMEYO . ~Fist. .- o C Middie R Last
loesnown 1 ! .
ONCARD - I !
" [ FULL NAME AT: First \ Miadie ] Last
-BIRTH (IF OTHER N " "
[ HANABOVE) ' !
STATE B T
| sex DATE T MONTH | DAY | YEAR PRESENT AGE
oamae . SR S S
1]/0 5. Lagay aien alowed to wark " lFemai oA - cmr1 . slm'e OR FOREIGN .couumv
' B .- Logal slien not sliowed to work - . g!;ACE | G } ) .
i1 G . Other o A . { .
. | MOTHERS - First ' : ~ Middle - Last (her maiden name)
I NAKE AT ' O . 1
| HER BIATH H _ !
 FATHER'S First " Middle - o Last
-}’ a. Have you or somecne on your Bonall spphied for & social security number belore? ONo O DontKnow . CYes
-1 v, Enter social sacurity number ¢ In what State did you 3pply? | Whatyear?
159 Enter this name SHOwn on your most:
K Mma!uamwwd . .
" y MONTH | DAY.. ; YEAR Telephons number ) - HOME | OTHER
S S R where we can reach {
1 1 you during the day 1
. BEST COPY AVAILABLE 7C7
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common Forms:
Employee’'s Withholding Allowance Certificate

' W'4 Dcp;mnnl of the T Yoml|t 'R Service
o Oceber 1979 I Employee’s Withholding Allowance Certificate
Prial your full name P> | Your social security number B> i :

Address (including ZIP code)
0 Singte {5 Married ] Marned. but withhold at higher Single rate
Note: It mareied, but legaliy separated, Or $pouse 13 3 nonresident slien, check (hwoek.

1 Total number of aliowances you are claiming.(from fine F of the worksheet on page 2) .
2 Additional amount, il any, you want deducted from each pay (il your employer agrees) .
3 1 claim exemption from withholding because (see instructions and check boxes below that aoply):

D Last year | dig not owe any FeCeral income taz anc Pad a right 10 2 lull refund of ALL ncome taz withheld. AND
b [J This year | do not expect to owe any Federal income tax and expect to have a rizht 10 a full refund of ALL income tax withheld. If both

aand bapply. enter "CXEMPT here. . . . . . . . . . . N
¢ If you entered “EXEMPT™ on line 3b, are you a full-time student? .

Undor the penalties of perjvry, | Cerlily thal t am to the of tding NOwances cleimey on this certificate, or it ctaiming exemplieon
from withholding, that | am entitied 1o claim the eeempt statirs.

Marita! status:

Employee’s signature > Oate » » 19
' Employer's name ang acaress (including 2IP code) (FOR (BPLOTLR"S USE ORLY Empleyer Hentificetion number

JIAVTIVAV Ad0OD IS4

’ 719
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At

common Forms:
Application for Employment

APPLICATION FOR EMPLOYMENT

PERSONAL INFORMATION s0CiaL sECURITY
OATE NUMSER
HamME AGEK 2EX r
PRESENTY AOORKSS _ l - PHONE NO.
coLon coLon

OATE OF SIATH i HNEIGHT wkiGuY OF naIm Oor KYkS

EMPLOYMENT DESIRED

OATE YOU SALARY

POSITION CAN STARTY OKSINED

FORMER EMPLOYERS (197 scLow LAST FOUR EMPLOYERS. STARTING WITH LAST ONE FIRST)

parL NAME AND AOORESS OF EMPLOYER saLanY POSITION AEASON FOR LEAVING

’ MONTH ANO YEAR
rAOM

ro

FRAOM

o

YEARS oaTK
EDUCATION | NANE awe LOCATION oF scHOOL arrenoeo | cmaouarco | SYS/ESTS sTUDIEO

GRAMMAR

NiGH SCnO0L

REFERENCES: GivE TME NAMES OF THALE PERSONS NOT RELATED YO YOU, WHOM TOU HAVE KNOWN AT LEASY ONE YEAR.

. YRARS
NAME ADORKSS BUSINESS ACOUAINTED

oATE SIGNATURE

®
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Common Forms:
Application for Employment

PERSONAL:
NAME SOC. SEC.NO.
ADDRESS PHONE

WORK EXPERIENCE:
NAME of company where you worked last

ADDRESS
{number. street, city, state. Zip code)
WHEN you worked: Started Left (i still there, write present)
{month & year) {month & ysar)
JOBTITLE SUPERVISOR
DUTIES SALARY
WHY YOULEFT. (If still there, put a dash)
NAME of company where you worked before the one above
’ ADORESS
WHEN you worked: Started: Left
. (month, year) (month, year)
JOBTITLE SUPERVISOR
DUTIES SALARY
WHY YOULEFT
EDUCATION:
NAME of high school CITY& STATE
YEARSATTENDED____ . WHEN did you, will you) GRADUATE
NAME of other school
(business, vocational, college) CITY& STATE
YEARSATTENDED ___________ SPECIAL SUBJECTS studied
SPECIAL SKILLS: (Such skills as: Drive a car, type [what speed?], take steno, operate a Xerox machine,
speak a second language)
REFERENCES: (Think of 3 people, not relatives, who know you weil)
NAME JOBTITLE
ADDRESS PHONE
NAME JOBTITLE
ADDRESS PHONE
NAME JOBTITLE
‘ ADDRESS PHONE
712
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